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4.k + -EMPLCYMENT SECURITY AGENCY 

c.072 L. i:, - 0 2~ AD!\;'YISTRATIVF. SERVICES DIVISION 
,i , R E C O R D S  MANAGEMENT AND CONTROLS 

, Application Number 
\I 

i .  

_- - l -. AMENDMEhlT TO RECORDS RETENTIOIJ SCHEDULE I 

f APPLICATION FOR . 

.. ~~ . 

FOR STATE RECORDS MANAGEMENT DIVISION USE 
Date Received Application No. Date Completed 

UL 2 4 1984 7B-78-h AU6 7-m 

- ~~~ ~ ~ . . ,  -. ~ ~- -~ ~~ .~~~ ~ - 

J u n e  727, 1984 Application Date: 
r' 

L_ . -~ ~ .- ~. , 

' Person to Contact: Jan W .  -James 

Telephone No. 6 5 6 - 3 02 5 

Reads as follows: When case i s  c l o s e d ,  place i n  1 osed B a n k r u p t c y  Case F i l e ;  
c u t  o f f  c losed  f i l e  a t  e n d  o f  e a c h  C a l e n d a r  Year. Hold 
i n  t h e  c u r r e n t  f i l e s  area '3 y e a r s ;  t h e n  t r a n s f e r  t o  S t a t e  
Records C e n t e r ;  h o l d  4 y e a r s ;  t h e n  d e s t r o y .  

Amended to read: When case is c l o s e d ,  p l a c e  i n  C l o s e d  B a n k r u p t c y  Case F i l e ;  
c u t  o f f  c losed f i l e  a t  e n d  o f  e a c h  Calendar  Year. Hold i n  
t h e  G u r r e n t  f i l e s  area 2 y e a r s ;  t h e n  t r a n s f e r  t o  S t a t e  
R e c o r d s  Center ;  h o l d  3 y e a r s ;  t h e n  d e s t r o y .  

Reason for change: Need a d d i t i o n a l  space i n  c u r r e n t  f i l e s  a rea .  



OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR? 

L INSTRUCTIONS: See Publicadn No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. I 

FOR AGENCY USE I 1. Agenw Address 1 FOR RECORDS MANAGEMENT USE ~- 
Amlication Number 

78-78 Georgia Department of Labor 
Employment Security Agency 

Atlanta, Georgia 30334 
9ppliation Number 296 State Labor Building Date Received Date Completed 

MAR 2 4 1978 1 APT! 1 1 1978 
II_ ____ 

2. Person to Contect Working Tit le Telephone Numhr - 
3. Action Requested 

656-3025, 
- ,  Sam C. McCutchen General Counsel 

a. N Establisn Retention Schedule; +cord will continua to accumulate. 
b, 0 Dispose of present accumulation; no further accumulation anticipated. 
c. 0 Amend Application No. ~ CheckOne: OChange; 0 Supercede: 0 Void . 

a. Dstes of Series 
Earliest ' Latest 

5. Records Series l i t h  (foNowed by title usd in office; if different) - 

1970 1 .  1974 Bankruptcy Case Files ~ _- J A 

8. Division md Office Function What is the function of the Division and the Office In which this record series is created? 

Legal Section Provides ail neded legal services in the collection 
of unemployment compensation taxes. Advises the 
Commissioner of Labor and Director of Employment 

L *  Security Agency in all legal matters. ->  t * 

., 
' 0  

3% 
... 

-- 
7. Record Series Description This file contains the following documents (include form numbersand titles, if any): 

Attach samples of the file. 
Documents relating to: Filing proofs of claim in bankruptcy. 

_ . ~ ~  ~~ ~ 

lnChdedare: Statements of Account,. Proofs of Claim, Court Orders, 
Correspondence 

- .  
File i s  arranged: Alphabetidally 

I \ ; .c2,-\ , ) 
'= .?. \ , j 

$ 1  . .'k . -  
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B. Monthlv Referen- Rate Howoften are records referred to which are: 
. 2 .  One to six months old n to-delve monthiold 

? - .  \\ 

; Thirteen to twenty-four months old 
- 1. * -? 

. twentv-five Tonths and older >* - -. - ., , . ,! %= -I- .  -3 - I  I 

-: 9. Annud Rata 'of Accumulation of RwDtds 
2: Other ( m i f y )  - - ; Legekize drawers '( ;Shelves 

. I  . ,  Letter-size drawers 
I 
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~~ 
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e- . ~ ( P l a e  an_''-X" in the proper column) ~1 . . 

. .  . .  y: -.-* *. ; I . .I. . ~. . ~. . .  
II~ .. -3 . c 

b; Does the series contain codfidential information requiring security handling? If yes, cite law or regulation. .i' 
~ . il . .__ 

...... . , c. Js.9 is aVital_r?.cor_dl--- . .  

d, Doer this series haQe - historical or long term research value? 

e'i if&.-,,. 
dwumnks .b .rctwiw!ee_cise~.a~~y? 
l r l h ~  in fmat&t .cominedh  thir.- 

.~ i 
I 

e. When one or NVO documents in the file make it necessary to keep the.entire fi le for a long period, could these -. .-t . 
f l  

. I  - * 

~. ~ 1 .  i_ . . 

I _., ~~ 

~~ 

formabon &ntain;d in this series ever analyzed. and/or recorded . .  in a summarized report? - . - ~~ .~ 

your office, dr in anothe; office or agency? ' 
r '  ...... . .... _ i  . Microfilm i n  General Counsel ' s  o f f i c e  ,. 

. .  ? a maim .DW~QR- 
. .  . . . . .  r 

- 

.. 
- . .  

The following requires the series to be kept: 
. .~ 

~ ~ . .  _, 

-. r' 
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ecord series result inasam-? 
11. Retentton Requirements 

a. State Law .- ~ years. 1. Audit period - years. 

... . ~~ rh.. ' . ~  f. Federit retention insQuctions c. Federel law L. i I' years* 

..~. '.-=?i- L, : . \ . . . . .  . I  I 

.. - 
~ .. . .  

years.: , 
- -  

. .  
A .  ', '. e: Administrative need . .  &---years. 

.; . .  
. .  

1: - b. Statute of limitation 

. .  
. .  .~ 

Attach copy or excert of laws or regulations. Explain administrative need. - ~ 

. " . < I  A. ~ .~. -.. . . . . .  . . . .  Poss ib ie '  . f u r t h e r  -need i n  ,pursuing '  cblle&h f =om, Bankruptcy Court. ' 

. . . . . .  .:.! . .:~ i . .  ':- .1 . :, 2 - . . . .  . ,  . : . - s -  >-, ' 
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12 A p p v e d  Disposition Instructions..' This ageni! tec6mniends thatttie fileseriesbe cut off at  the end of each: 
'en is place in 
lased Bankruptcy Case F i l e ;  
ut &%&fi%h 6i&nt%e?&~a EzaTL month(s) 

I_ then, Calendar Year; 0 Fiscal Year; 0 Other 

3 yeads); then 
~~ -yeads); then 

< 
0 Transfer to local holding area; hold -. 
f?J Transfer to State Records Center; hold yeads); then des t roy  
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

' ,. . .  ' 8 ~ ' $ ; . , 7  :: $'.' i P -1. i l  5,;. : i r.& L ' -  '. .,;% , ~. . 
.. 

', 

These innructions apply to a l l  prior and future accumulations of the series. 
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- 
ecommendations in'pata'-''.' 
,aph 12 are approved. State Auditor/D 

explanation.) 

~. .... Attorney General 
-50-71; ~ Rw.  76 ~~ 

_ .-. 


